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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: October 31, 2000

SUBJECT: SAFETY MEETING IDEAS -- NOVEMBER 2000
                                                                                                                                                

Suggested issues to discuss during your next meeting are:

1. Stress Management Strategies

The American Health Awareness Organization has suggested the following stress
management strategies:
• Take one thing at a time.  Refrain from procrastinating.
• Put your problem in perspective.  Dr. Michael LeBoeuf believers, "Most stress is

caused by people who overestimate the importance of their problems."
• Take care of yourself.  Most people take better care of their cars than they do of

themselves.
• If your are interested in hearing more of their suggestions, contact Cindy

Francisco and ask for a copy.

2. Fall is Here!

The leaves are beginning to change their color and are beginning to fall.  It's a
beautiful sight; however it also causes a safety hazard.  Fallen leaves make
sidewalks and tile floors slippery.  Use caution when walking on these types of
surfaces during the winter months.  Also, be cautious since the days are shorter and
for most employees, it is dark when they leave for the day.  Walk with a co-worker to
your car if it is not close to the building.  Be aware of your surroundings.

3. How Much Do You Know About Violence in the Workplace?

Take the attached quiz to access your understanding of violence in the workplace.

Document your meeting by using Form HS-1 "Safety Meeting Report" which I have
attached for your convenience.  This can also be used, if you choose, to route the



information to each employee.  This record should be kept in your files for one year.  If
you have any questions about the suggested ideas for your meeting or anything else
related to safety, I can be reach at (916) 323-1158 or cfrancis@arb.ca.gov.

Attachment

cc:  Administrative Liaisons



Take this quiz to assess your understanding of workplace violence. 

TRUE FALSE 

1. Cracking down on employees is the best way to prevent workplace violence. 

2. Drug and alcohol use can be a warning sign of workplace violence. 

3. Employees who commit a violent act give up all their rights as employees. 

4. It’s impossible to tell which employee might suddenly snap and become violent. 
I- 
5. People who work with the public are at greater risk for workplace violence. 

6. Poor management styles can trigger an increase in workplace violence. 

7. Always try to disarm a person who has a gun or weapon. 

8. Proper hiring procedures are an important factor in controlling workplace violence. 

9. The best way to respond to a potentially violent situation is to allow a cooling-off 
period for a few days. 

10. Training people about workplace violence may encourage the potentially 
violent employee. 

11. Workplace violence is defined as any behavior that results in a person being injured. 

12. Workplace violence is the No.1 cause of death for women in the workplace. 
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